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1. Purpose and scope

1.1 Monthly Budget Expenditure Reports and Forecast Outturns are an
essential part of the financial control system within HSE.

1.2 Monthly Budget Reports advise Sub Budget Holders (SBHSs) of
actual outturn of expenditure against monthly and cumulative profiles
provided by them at the start of the year and any in-year review stages.

1.3 This information together with a knowledge of the pattern of work
up to the end of the year, helps SBHs reassess their budget
requirements for the remainder of the financial year and provide
revised forecast budget outturns and profiles where necessary. It also
allows the SBH holder to identify incorrect items of expenditure.

1.4 Revised forecasts from SBHs are input to TAS monthly by NSD's
Planning, Performance and Finance (PP&F) Unit. This information is
used by PEFD to assess HSE's overall budget requirements for the
remainder of the financial year, manage cash flow and help inform
decisions taken by HSE's Main Budget Holders over necessary control
action.

2. Policy

2.1 NSD's policy is to follow central HSE's and HM Treasury's
guidance and principles of delegated budgeting, as contained in HSE's
Planning and Resources Guide and HSE Guidance notes (available on
the Intranet under Administration) to fully meet those requirements and
the timetables set.
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Responsibilities

3.1 NSD's PP&F Unit are responsible for providing advice and
guidance to SBHs; preparing budget reports; aggregating contributions
at Directorate level; retrieving and inputting information to TAS; and
liaising with PEFD.

3.2 SBHs are asked by the PP&F Unit each month to consider their
budget requirements for the remainder of the financial year, provide
revised monthly forecasts and profiles where necessary and comment
on variances between expenditure and profiles. SBHs must also carry
out a 10% check on individual staff expenditure items.

Procedure

4.1 See flowchart.

Associated Documents

5.1 HSE's Planning and Resources Guide

5.2 HSE's Financial Guidance Notes

5.3 SN 47 - NSD - Principles of Financial Management

5.4 PEFD Financial Training Modules (Bulletin Board Planning &
Finance)

Retention of Documents

6.1 SBHs should retain monthly budget expenditure reports for a
period of 3 months. This is to satisfy the requirement that SBHs carry
out post event checks of the staff expenses claims detailed on these
reports and to certify the records checked.

6.2 There is no requirement for SBHs to retain copies of monthly
forecast returns sent to the PP&F Unit.



NSD BMS BSS/FPG/005

RESPONSIBILITIES

Sub Budget Holders

Planning, Performance & Finance Unit

Planning, Performance & Finance Unit

Planning, Performance & Finance Unit

Planning, Performance & Finance Unit

No

and correct

Investigate variances —«—

Planning, Performance & Finance Unit
Divisional Admin Support Managers

o

Sub Budget Holders

Planning, Performance & Finance Unit

Sub Budget Holders

Planning, Performance & Finance Unit

Planning, Performance & Finance Unit

Planning, Performance & Finance Unit

Planning, Performance & Finance Unit

Planning, Performance & Finance Unit

—P Forward reports and covering note to Sub-

e
¢

Sub budged holders consider their spending
patterns for the year and profile budgets
accordinaly — BSS/CAN/017

v

Spreadsheets set up for monthly expenditure
monitoring reports for sub budaet holders

'

Budget profiles aggregated to Directorate
level and input to TAS

'

Monthly budget outturn reports retrieved from
TAS and expenditure entered onto budget —p»
monitoring reports

v

Do budget reports
balance to TAS totals?

‘ Yes

Budget Holders via Divisional Admin Support
Managers. Request SBHs check expenditure,
comment on variances and update forecasts

Y

Journal entries for incorrect postings over £25
forwarded to PEFD

Outturn reports checked;
Unidentified items queried;

Future requirements for the
remainder of the financial year considered
Comments on variances provided
Forecasts updated

Budget forecasts aggregated to Directorate level
and updated forecasts input to TAS

v

Retrieve updated profile report from TAS to verify
revised forecast input correctly. Supporting
narrative forwarded to PEFD

v

Update budget expenditure spreadsheets with
revised forecasts

\j

Full set of General Ledger and
Transaction Analysis reports
placed on file. GL reports
retained by PP&F Unit for
current year (for reference
purposes only)

Prepare NSD MB monthly finance outturn tables by
Division & Directorate. Check all figures balance to TAS
revised budget forecasts and pass to Finance Manager

Y

Prepare supporting narrative
Submit as NSD MB paper

v
e )




